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NEGOTIATED AGREEMENT BETWEEN 
HEWLETT-WOODMERE UNION FREE SCHOOL DISTRICT 
AiiD THE 
HEWLETT-WOODMERE SECRETARIES UNION UPSEU 
Termination Date - June 30,2009 
PREAMBLE 
The Hewlett-Woodmere Union Free School District (herein called the "District") and the Hewlett-Woodmere 
Secretaries' Union, UPSEU, (herein called the "Union") recognize that the education and welfare of children of the 
school district are paramount in the operation of the schools and in order to promote such purposes, the parties do 
hereby agree as follows: 
ARTICLE I 
RECOGNITION AND NEGOTIATION PROCEDURES 
Section 1. Reconnition 
The District recognizes the Union as exclusive representative for the purposes of negotiation as set forth 
below, of all members of the Secretarial Unit as defined in Board of Education Policy 
No. 4171. This recognition is granted in acknowledgement of receipt of evidence, as stipulated in the 
Public Employee's Fair Employment Act that the Un~on is the authorized representative of over 50 
percent of the personnel identified above. It records the affirmation of the Union that it will abide by 
Section 210 of the Public Employee's Fair Employment Act and the laws of the State of New Yorlc in 
general. This recognition shall extend for the term of the contract as long as the Union remains the 
authorized representative of over 50 percent of the personnel identified above and as long as the parties 
mutually agree to continue the terms herein. 
This unit includes all competitive civil service Stenographic Secretaries, Principal Typist Clerks, 
Principal Account Clerks, Principal Clerks, Principal Library Clerk, Senior Account Clerks, Senior 
Stenographers, Senior Personnel Clerks, Personnel Clerks, Account Clerks, Senior Typist Clerks, Senior 
Library Clerks, Stenographers, Typist Clerks, Telephone Operators, Clerks, Telephone Library Clerks 
(N.T.), Duplicating Machine Operator and Duplicating Machine Operator Aide, but excluded from this 
unit shall be the Confidential Stenographic Secretaries assigned to the offices of the Superintendent of 
Schools, Assistant Superintendent for Business, Assistant Superintendent for Curriculum and 
Instruction, and Assistant Superintendent of Human Resources and Student Services and the position of 
Principal Account Clerk assigned to the office of the Assistant Superintendent for Business. If any of 
these managerial positions are eliminated, the Stenographic Secretaries would no longer be confidential 
pursuant to the Taylor Law, and those Stenographic Secretaries' positions will return to the unit. 
D. 
E. 
Section 111. 
Section IV. 
A 
Principles 
Attaining Obiectives: Attainment of objectives of the educational program of the District requires 
mutual understanding and cooperation between the District and the Union. Free and open exchange of 
views is desirable and necessary. 
Res~onsibility: Secretarial personnel are responsible for maintaining high standards of competence. 
The Union shares with the District and the Superintendent of Schools responsibility for the awareness of 
the total educational needs of the community, and it shares wlth other school employee Unions the 
responsibility to assist in developing policies and programs des~gned to Improve school operation. 
Continued success of the educat~onal program in the community depends upon staff effect~veness, which 
in turn depends upon satisfactory terms and conditions of employment. 
Role of the Su~erintendent: The Superintendent of Schools is the Executive Officer of the Board, the 
Chief Administrator of the District and the leader of the staff. The functions of the Superintendent may 
be delegated to members of the administrative and supervisory staff to assist himiher in the development 
of sound policies and practices. All employees are encouraged to cooperate with herthis office in efforts 
to study, develop and improve the school operation. 
Individual Freedom: Individual staff members may join or refrain from joining any employee 
organization of their own choosing. Membership shall not be a prerequisite for employment or 
continuation of employment of any employee. 
Rights of Minorities and Individuals: The legal rights inherent in New York State Law and in the rulings 
and regulations of the Commissioner of Education affecting personnel are in no way abridged by these 
procedures. 
Areas for Negotiation 
Representatives of the District and the Union shall meet to reach mutually satisfactory agreements on 
matters related to terms and conditions of employment, pursuant to the Public Employees' Fair 
Employment Act. 
Negotiation Procedures 
Representatives: The District and the Union shall designate representatives to comprise their respective 
negotiating teams. One of the District's representatives shall be the Superintendent or the 
Superintendent's designee. The Union's representatives shall be members of the negotiating unit or 
other persons designated by the Union. These teams will meet for the purpose of discussing and 
reaching mutually satisfactory agreements. 
Requests and Meetings: Upon written request of either party, a meeting shall take place on a mutually 
established date on or before the January 15, prior to the expiration of the contract. Issues proposed for 
negotiation by the parties shall be submitted in writing at this first meeting. By the second meeting, all 
proposals shall be presented. No additional proposals may be presented by either party subsequent to 
the second meeting, unless by mutual consent. The second meeting and all subsequent meetings shall be 
called at times mutually agreed upon by the parties. 
C. Conducting Negotiations: The negotiating teams will continue to meet for the purpose of effecting a free 
exchange of facts, opinions, proposals, and counterproposals in an effort to reach mutual understanding 
and agreement. Both parties agree to conduct such negotiations in good faith, to deal openly and fairly 
with each other on all matters, and to continue meeting until an understanding is reached on the issue(s) 
or until an impasse is reached. Meetings shall be limited to three (3) hours and shall be held at a time 
other than regular school hours unless the parties mutually agree upon other arrangements. 
D. Information: Both parties shall furnish each other, upon reasonable request, data and information in their 
possession which are pertinent to the issue(s) under consideration. 
E. Consultants: The parties may call upon consultants to assist in preparing for negotiations and to advise 
them during negotiation sessions. The expense of such consultants shall be borne by the party 
requesting them. Notice of the intention to include such consultants at a meeting should be given in 
advance to all parties concerned. 
F. R e ~ o r t s :  The parties agree that, during the period of negotiations and prior to reaching either an 
agreement or an impasse, reports of the proceedings of the negotiations shall not be released to the 
public news media unless such release has the prior approval of both parties. 
G. Studv and Research: Either party may appoint subcommittees to study, research, and develop projects, 
programs, reports, and to make recommendations on matters under consideration. The cost of such 
subcommittees shall be borne by the party initiating the study. Joint committees may be formed by 
mutual consent. The cost ofjoint committees shall be shared equally by the parties involved. 
H. Grievances: Grievances shall not interrupt or delay the process of negotiations but shall follow the 
Grievance and Arbitration procedure outlined in Article I1 of this document. 
1. Agreements: Negotiated agreements shall be submitted to the District and the Union for approval in 
written form, must be signed by both parties, and then incorporated in the Staff Handbook of 
Administrative Regulations. 
Section V. Resolving Differences 
In case of disagreement about the meaning or application of these procedures or in the event an 
agreement is not reached by negotiation after full consideration of proposals and counterproposals, 
either party may request the State Public Employment Relations Board to assist the parties to  reach 
agreement in accordance with Article 14, Section 209 of the Public Employees' Fair Employment Act. 
ARTICLE I1 
GRIEVANCE AND ARBITEUTION PROCEDURES 
A. The Union, upon written notice, may submit a grievance for resolution in accordance with the procedure 
set forth herein below. No  grievance will be entertained and such grievance will be deemed waived 
unless it is submitted within forty-five (45) school days following the occurrence giving rise to the 
grievance or forty-five (45) school days after a clerical employee affected b y  such occurrence I aew or 
should have known of the occurrence upon which the grievance is based. In the latter case, the burden 
shall be on the grievant to prove why the occurrence g~v ing  rise to the grievance was not known or could 
not have been known by a clerical employee affected within forty-five (45) school days of the 
occurrence giving rise to the grievance. For the purpose of  this agreement, a grievance shall be defined 
as, and limited to a specific complaint concerning the meaning, interpretation or application of a specific 
provision or provisions of this agreement. All grievances shall be in wr~ting, shall include a concise 
statement of the nature of the complaint, and the position of the gr~eving party w ~ t h  respect thereto. 
Such grievances shall be resolved as follows: 
Step 1: 
Step 2: 
Step 3: 
The grievance shall be presented to the Building Principal or appropriate administrator or 
supervisor of the clerical employee concerned therewith. Such Principal, administrator or 
supervisor, as the case may be, shall then meet and confer with the designated Union 
representative and such clerical employee within ten (10) school days. In the event the 
grievance is not resolved within ten (10) school days following the meeting, it may be 
submitted in writing by the Union to the Superintendent of Schools within fourteen (14) 
school days after such meeting. 
The Superintendent of Schools or hislher designated representative shall meet and confer with 
the President of the Union or his or her designated representative within twelve ( 1  2) school 
days. In the event the grievance is not resolved within fourteen (14) school days following the 
meeting, it thereafter may be submitted in writing by the Union to arbitration in accordance 
with Step 3 within twenty-eight (28) school days after the meeting. 
An impartial arbitrator shall be selected in accordance with paragraph E hereof. The arbitrator 
so selected shall hear the matter as promptly as possible and issue hislher award within 
fourteen (14) days after the close of the hearing, or if oral hearings have been waived, after 
final submission of written proofs. Such award shall be final and binding upon the parties, 
except that either party may institute appropriate legal proceedings to set aside the decision 
and award of the arbitrator on the grounds of illegality or on any other ground or grounds 
permitted by law. The cost and expense of the arbitration shall be divided equally between the 
District and the Union. 
B. It is understood and agreed that the arbitrator shall not have the authority to add to, modify or change 
any of the express provisions of the agreement, or make any decision or award which would be contrary 
to law or which limits or interferes with the powers, duties and responsibilities of the Board of 
Education under applicable laws or rules and regulations having the effect of law, unless such powers, 
duties and responsibilities are limited under this agreement. 
C. Nothing herein contained shall be construed as limiting the right of any individual clerical employee to 
discuss informally any matter relating to terms and conditions of employment with any appropriate 
supervisor or administrator, provided no action is taken inconsistent with the terms of this agreement. 
Where practical and appropriate, the arbitrator shall apply the rules of evidence. Either party may retain 
a certified court stenographer to record the arbitration hearing. The cost of such stenographer shall be 
borne solely by the party requesting such service. If a party orders the transcript, such party shail 
provide a copy thereof to the other party and shall be solely responsible for the cost of the copies of the 
transcript. 
Arbitrators will be selected on a rotating basis from the following persons: 
( I )  Roger Maher (2) Bonnie Weinstock (3) Rosemary Townley 
Upon the Union President's written confirmation of the non-availability of each arbitrator, an arbitrator 
shall be selected in accordance with the rules and procedures and from the panel maintained for School 
District arbitration of the American Arbitration Association. 
No reprisals of any kind will be taken by either party against any employee by reason of hislher 
participation in the administration of a grievance. 
Section I. 
Section 11. 
Section 111. 
Section IV. 
Section V. 
Section VI.  
Section VII 
ARTICLE 111 
SALARIES 
The salary schedule for the members of the unit for 2005-2006 school year is attached hereto 
as Appendix B. 
The salary schedule for the members of the unit for 2005-2006 shall be increased in Steps 3 
through 14 by an increase of 3.5%; Steps 15,20,25, and 30 shall increase 4.0%. 
The salary schedule for the members of the unit for 2006-2007 for Steps 3 through I 4  shall 
increase by 5.5%; Steps 15,20,25 and 30 shall increase by 6.0%. 
The salary schedule for the members of the unit for 2007-2008 for Steps 3 through 14 shall 
increase by 3.5%; Step 15, 20, 25 and 30 shall increase by 4.0%. 
The salary schedule for the member of the unit for 2008-2009 for Steps 3 through 14 shall 
increase by 3.5%; Steps 15, 20,25 and 30 shall increase by 4.0%. 
The members of the Unit shall receive longevity step increases in accordance with the Salary 
Schedule set forth in the Agreement. Longevity Steps shall be Steps 20,25 and 30. 
The annual salary rate of each 10-month unit member shall be calculated based upon 87% of 
the applicable 12-month annual salary rate. The annual salary of part-time salaried 10 and 12 
month employees shall be prorated based upon the regular 35 hour week salary for the title. 
Section VIII. The terms of this article (wage increases to schedule) will expire upon the close of business on 
June 30, 2009. It is the intention of the parties that this article shall provide for the percentage 
increase for the unit members salaries for the four school years covered by this Agreemalt 
(2005-2006; 2006-2007; 2007-2008 and 2008-2009) only. Employees shall continue to 
receive increments (steps) beyond the expiration, but will not receive general wages increases 
until agreement is reached in a successor contract. 
Section IX. The granting of prior service credit is at the discretion of the Superintendent of Schools. 
 kct ti on X. All increases are automatic; however, the Board of Education may, upon the recommendation 
of the Superintendent of Schools, and after affording the staff member an opportunity to 
appear before the Board and be heard, w~thhold one or more further increases from the staff 
member. 
Section XI. Overtime will be paid at time and a half of the staff members' regular rate of pay after thirty- 
five (35) hours in a work week. (During July and August, after thirty (30) hours.) 
Section XII. Each year of the negotiated agreement the amount of four hundred twenty-five dollars 
($425.00) will be added to the salary of those unit members identified in Appendix A, in 
consideration of their prior work experience. 
Section XIII. Persons hired before January 1 ' will be moved to the next step on the salary schedule as of 
July I" of the following school gear. (e.g. member h~red  on Nov. 15. 2005 will be moved up 
July 1,2006). Anyone hired between January Is' and June 30Ih will move to the next step on 
July lS' following the next full school year. (e.g. Member hired on March 1, 2006 will be 
moved up one step on July I, 2007). All persons employed at a half step, as of July 1,2005, 
shall be moved to the next higher step. For example, an employee currently at step 15.5 shall 
be recorded as at Step 16. 
Section XIV. After a member performs work of a higher title for 30 consecutive days as coverage 
for an absent secretarial unit employee or in a vacant position the member shall be 
compensated at his or her current step at the higher category rate of pay. 
ARTICLE IV 
NEW YORK STATE HEALTH INSURANCE PROGRAM 
Section I. Members of the Union may elect to purchase one of the group health plans offered on an 
individual or family basis under the State program, or its equivalent, and pursuant to its terms 
and conditions. 
Section 11. The District will pay 90% for the Empire Plan Plus Core Enhancements or its equivalent as 
selected by the employee for the individual and family of each employee. 
Section 111. Effective July 1, 2006, all unit members shall pay fifteen (15%) percent per year toward the 
annual cost of their individual or family Empire Plan premium. In the event that a current unit 
member is excessed and thereafter recalled to their position in accordance with the provisions 
of law, they shall continue to receive 85% paid health insurance. 
Section IV. All staff members selecting the HIP option will have a like amount paid toward their 
premiums but any additional costs of this option will be paid for by the employee. 
Section V. Effective July 1, 2005, all full-time ten (10) and twelve (12) month unit members shall have 
the option to withdraw from participation in the health insurance plan if they notify the 
District on the appropriate form by June 1, 2005. They shall receive a payment (as additional, 
not base, salary) of  $2,000 for each year such option is exercised, respecting individual 
coverage or $4,000 for family coverage. Eligibility for such payment based on the premium 
for family coverage shall be limited to those persons ~n the unit who are currently enrolled In 
family coverage as of July 1, 2005, and those who have been or will be enrolled in the 
District's family coverage for a minimum of two consecutive years. Those eligible unit 
members who, as of July 1, 2005, previously waived family coverage shall be eligible for the 
54,000 payment. Those eligible unit members, who have been enrolled in family plan for at 
least two consecutive years and elect to enroll in an individual plan, will receive a 52,000 
payment. Such payment shall be consistent with current district waiver practices with respect 
to the waiver and return of waiver proceeds upon reinstatement during any time for which a 
waiver has been accepted. 
In subsequent years, unit members selecting these options must notify the District in writing 
no later than June IS' for the school year beginning July IS'. Payments shall be made semi- 
annually (fifty percent in December and fifty percent in June) for the school year for which 
this option is exercised. Unit members who opt out of health insurance coverage under this 
section shall not be permitted to re-enter the health insurance program for the balance of the 
school year, except in their final year of service or in cases of emergency, such as death of 
spouse, divorce, or other loss of health coverage; in such cases, re-entry into the program shall 
be in accordance with the rules of the health program. 
Newly hired unit members appointed by July 1" of each year shall have thirty (30) days from 
their date of hire to waive health insurance benefits for the next school year. 
ARTICLE V 
DENTALIVISIONIEAP PLAN 
Section I. The District will provide 100% of the cost for the individual and dependent options of the 
dental plan subject to the following limitations in accordance with the terms and conditions 
established by the insurance carrier, provided that the current dental plan or its equivalent is 
continued for the term of this contract: 
2005-2006 - The limitations on District cost for 2005-2006 shall not exceed 
2004-2005 plus 10%. 
2006-2007 - The limitations on District cost for 2006-2007 shall not exceed 
2005-2006 plus 10%. 
2007-2008 - The limitations on District cost for 2007-2008 shall not exceed 
2006-2007 plus 10%. 
2008-2009 - The limitations on District cost for 2008-2009 shall not exceed 
2007-2008 plus 10%. 
Section 11. The District may provide dental coverage to unit members through the means of self- 
insurance, provided that the coverage is substantially the same as that provided immediately 
prior to self-insurance. The same contractual limits shall apply to this unit as apply to the 
teachers' unit and the administrators' unit. 
Section 111. Effective July I ,  2006, the District shall contribute $245 annually per unit member to the 
United Public Service Employees Union Benefit Fund. Effective July 1, 2007 the rate shall be 
increased to $275. 
Section IV. The District may provide a confidential Employee Assistance Program (EAP) at no charge to 
the members of the Unit. 
ARTICLE VI 
RETIREMENT BENEFITS 
Section I. The parties agree that the new career plan (herein called Section 75-i) shall remain in effect. 
Section 11. The members of the Union who are eligible for retirement during the life of this contract and 
who actually retire under the conditions of the New York State Employee's Retirement 
System shall receive a retirement allowance in the final year prior to retirement provided that: 
1. The individual is currently serving on the District's secretarial staff. 
2. A letter of resignation stating intention to retire is submitted by the secretary to the 
Superintendent of Schools by February 1" of the previous school year. 
Section 111. The members of the Union who retire pursuant to this Article shall receive a one-time 
allowance of six thousand dollars $6,000.00. 
Section IV. Members of the unit who retire pursuant to this Article shall receive an additional allowance in 
the amount of ten thousand ($10,000) dollars, provided they retire by June 30, 2006 and notify 
the District in writing of their retirement by January 1, 2006. This paragraph shall not be 
effective unless there shall be three actual retirements pursuant to its terms. 
ARTICLE VII 
LlFE INSURANCE 
The members of the Union shall be furnished a twenty-five thousand dollar ($25,000.00) Term Life Insurance in 
accordance with the terms and conditions established by the carrier, provided that the current provision for no reduction 
in coverage for active employees shall be continued. 
ARTICLE VlII 
CREDIT UNION DEDUCTION, DUES DEDUCTION AND AGENCY FEE DEDUCTION 
A. Credit Union Deduction: The employee shall have the right to have the District make credit union 
deductions as follows: 
1 .  The District will deduct from an employee's salary a sum of money designated by the employee and 
forward the same forthwith to the Nassau Educators' Federal Credit Union. 
2. The  employee may change the deduction amount at any time during the year (July 1 - June 30). 
3. The amount to be deducted from each paycheck shall be in whole dollar amounts. Employees can 
stop the deduction at any time during the school year, and will be permitted to make changes at any 
time during the school year (July 1 - June 30). 
4. The District will provide one check to the Credit Union for the total amount deducted from all 
employees' salaries along with a list of the names and dollar amounts for each employee. 
B. Dues Deduction: 
1. The District will deduct from the salaries of its unit members dues for the UPSEL' , as unit 
members individually and voluntarily authorize the District to deduct, and will transmit the 
monies promptly to the UPSEU Hewlett-Woodmere Secretaries' Unit to accompl~sh this 
purpose. 
2. The Union named in Section B-l above shall certify to the District in writing the current rate of 
its membership dues, at the time that the membership dues deduction list is provided to the 
Superintendent's office. 
3. Deductions referred to in Section B-l above shall be deducted from each paycheck 
4. The District shall, following each pay period transmit to the UPSEU Hewlett-Woodmere 
Secretaries' Unit the dues deducted. 
C. Aeencv Fee Deduction: 
1. Every current member of the bargaining unit who is not a member of the UPSEU Hewlett- 
Woodmere Secretaries' Unit shall, by the next paycheck after the signing of this contract, pay 
to the Union an agency fee. Such fee shall be equal to 100% of the membership dues of the 
Union and shall be paid by deduction from each paycheck. 
2. Indemnity - The Union agrees to save and hold harmless the District from all loss, expenses, 
damages, costs and attorneys fees that may accrue as a result of the aforesaid contract by reason 
of any actions or suits brought against the District by any employee in this unit of 
representation aggrieved by the implementation of the aforesaid agency shop provision of the 
aforesaid contract. 
3. Participation in Legal Action - The Union will participate in all legal actions or proceedings 
brought which relate to the aforesaid agency shop clause to the fullest extent possible. 
Representation of the Union by attorneys of its choosing andtor direct participation by said 
Union will be deemed as fulfilling the conditions of this paragraph. 
D. Tax Shelter Annuity: 
1. The District will permit two (2) changes per school year (July I --June 30) with a schedule as 
follows: 
a. One ( I )  change between July 1" and December 31". 
b. One ( I )  change between January 1" and June 30"'. 
E. Excess Maior Medical benefits: 
Unit members may purchase, at their own expense, the excess major medical benefit plan 
through payroll deductions. 
F. W S E U  Voluntary benefits: 
The District shall allow unit members to purchase L'PSEU voluntary benefits at their own 
expense through payroll deduct~ons. 
ARTICLE IX 
ABSENCE and PERSONAL DAYS 
Section I. 
Section 11. 
Section 111. 
Section IV. 
Section V. 
Section VI. 
Unlimited absence with pay will be allowed for personal illness of members in the employ of 
the District one year or more. During the first year of employment in the D~strict, absence 
with pay will be allowed for personal illness at the rate of one day for each month of service. 
For absences of five consecutive days or more a doctor's certificate may be required upon 
request of the Superintendent of Schools. An absence extending beyond three months will be 
reviewed by the Superintendent of Schools and the Board of Education and dealt with 
individually. 
Unlimited absences with pay shall be provided for personal illness of unit members hired after 
August 1, 2005, who have been in the employ of the District for three (3) years or more. 
During the first three (3) years of their employment, those unit members shall accrue sick days 
at the rate of one day per month to a maximum of 12 days per year for 12 month employees 
and 10 days per year for 10 month employees. Sick days may be accumulated to a maximum 
of 36 days for 12 month employees and 30 days for 10 month employees until the earlier of 
the following: Three years of full-time employment or three years of full time equivalent 
employment for part-time unit members. (E.g. 10 months of half time employment for 10 
month employee shall be equal to one half year.) 
Five days of absence with pay will be allowed for each critical illness or death in the 
i~nmediate family. Immediate family includes the member's spouse, children, step children, 
parents, grandparents, siblings, mother-in-law, father-in-law, sister-in-law, brother-in-law, 
daughter-in-law, son-in-law, and others identified by member as members of his or her 
household. Critical illness means illness which the attending physician considers sufficiently 
serious to require the member's presence at the bedside. 
Absence with pay may be allowed by the Superintendent of Schools for approved trips to 
conferences or for matters invoIving school business. The advance approval of the 
Superintendent will be required. 
A substitute will be employed during a member's absence if need for such action is 
determined by herlhis immediate supervisor. 
The Employee Absence Report form shall be completed for all absences of any duration. 
Each Unit employee shall be entitled to two (2) paid Unspecified Personal Days annually. 
ARTICLE X 
VACATION 
Section I. The members hired prior to July I, 1984 shall be entitled to a one month vacation with pay 
during July or ,\ugust after one full year of service. 
Section 11. The members hired after July 1, 1984 but prior to June 30, 1998. shall receive two weelts 
vacation after one full year of service; three weelts after three years of service and four weeks 
after five years of service. 
Section 111. The members who have less than one full year of service shall be entitled to a vacation period 
computed at the rate of 1/12 of the full vacation period for each month of service. The 
vacation period for each member so entitled shall be equal to the greater number of working 
days in either July or August. The members hired on or after July I ,  1998 in 11 month annual 
positions shall have their vacation days calculated as follows: 
After Years of Service Vacation Davs 
1-4 
5-9 
10 or more 
10 days 
15 days 
20 days 
Section IV. The members of the secretarial and clerical staff will not be on duty on scheduled school 
holidays from the first day of school in September until the closing day of school in June. 
Section V. Upon leaving the District's empIoyment, a unit member shall be compensated for the value of 
his or her unused earned vacation days at the member's then current daily rate of pay on the 
condition that he or she gives the district a minimum of two weelts written notice. The notice 
requirement shall be waived in the event of death, disability or other extenuating 
circun~stances which are determined by the Assistant Superintendent for Human Resources 
and Student Services to be beyond the employee's control and which required the employee to 
leave with less than two weeks written notice. 
ARTICLE XI 
LEAVES O F  ABSENCE 
Section 1. Maternity/Paternity/Child Care Leaves 
After one year of service a unit member may request a maternity/paternity/child care leave 
without pay' and without loss of position or classification for a period of one year. Such leave 
may be extended for an additional year upon request of the member and approval of the Board 
of Education and the Civil Service Commission. A pregnant unit member shall not be 
required to withdraw from service or commence maternity leave as long as she is physically 
able to effectively perform her duties. A unit member who adopts a child shall be considered 
for an unpaid leave of absence on the same basis as any other unit member for the care of the 
child who is below school age. A unit member may continue her health insurance coverage 
while on leave by paying the full amount of the premium. 
Section 11. After one full year of service, a unit member may request a leave of absence without pay and 
without loss of position or classification for a per~od of one year. Such leaves shall be granted 
where there are personal situations which involve the unit member. While on leave, the unlr 
member may continue her health insurance by paying the full cost of coverage. An extension 
of a leave of absence for an additional year may be granted upon request. 
ARTICLE XII 
JOB STATUS 
Section I. Any member of the Unit who receives a promotion shall be moved laterally to the Step they 
currently occupy on their new salary column. 
For example: A stenographer, currently at Step 8 on Column 6, who receives a promotion to 
senior stenographer will be moved to Step 8 on Column 5. 
Section 11. New members will receive full salary following Board of Education approval based on date of 
employment. 
Section 111 Positions covered by this agreement which are in the competitive class (those which require 
passage of a competitive examination) shall only be filled by candidates who have passed the 
appropriate competitive examination. Provisional appointments may be made until such time 
an examination is given and passed in accordance with Civil Service RuIes and Regulations. 
ARTICLE XI11 
SECRETARIAL RIGHTS 
Section I. The District must notify any permanent secretary of the discontinuance of herlhis position at 
least thirty (30) days prior to such discontinuance. 
Section 11. A. The unit members are encouraged to submit their requests for transfer in writing at any 
time to the Superintendent's office with a copy to their present supervisor. 
B. The District shall post all known vacancies of non-temporary full time unit positions 
C. In the selection of an applicant for appointment to a non-temporary full time unit position, 
favorable consideration will be accorded to an applicant who is a member of the unit 
provided that the Superintendent's recommendation for appointment and the Board of 
Education's action thereon shall be solely within their respective discretion and not subject 
to review by grievance. 
Section 111. All unit members shall be evaluated annually according to the agreed upon evaluation form 
and procedures. 
ARTICLE XIV 
UNION RIGHTS 
Section I. 
Section 11. 
Section 111 
The Superintendent of Schools shall inform the Union of any contemplated change in 
Secretarial Unit positions beFore a final decision is made. 
The Union may designate representatives who shall have the opportunity to discuss with the 
Superintendent of Schools or histher designee any contemplated changes in Secretarjal Unit 
positions prior to the implementation of such changes. 
The District shall excuse two designated representatives of the Union for up to four (4) days 
each per fiscal year to attend conventions, seminars, workshops, educational conferences, etc. 
Two of said four days shall be with pay. Employees will be allowed to choose: 
1. Time to be removed from vacation allotment. 
2. Time to be replaced by the employee by overtime. 
3. Time to be docked from employee's salary. 
4. Employee to reimburse District for day's salary. 
ARTICLE XV 
SCHOOL CALENDAR 
The Union will be represented on the School Calendar Committee and notified of all school calendar meetings. 
ARTICLE XVI 
WORK WEEK 
Section I. The work week during the regular school year shall consist of 35 hours. 
Section 11. The work week during the period of July 1 through August 31 shall consist of 30 hours. 
Section 111. Each full time secretarial unit member is entitled to a one ( I )  hour lunch break, and a twenty 
(20) minute break. The latter break may be divided into two breaks only with the supervisor's 
prior approval. Part-time secretarial employees scheduled to work five hours or more per day, 
shall be entitled to a 30 minute lunch break and a ten minute break. 
ARTICLE XVII 
DISTRICT POLICIES AND REGULATIONS 
Section I. The Policies and Regulations not replaced by this agreement shall remain in full force and 
effect during the life of this agreement. If any Policy or Regulation is inconsistent with the 
terms of this agreement this agreement shall control. 
ARTICLE XVIII - AGREEMENTS BETWEEN PUBLIC E.MPLOYERS AND 
EMPLOYEE ORGANIZATIONS 
1N ACCORDANCE WITH THE REQUIREMENTS OF SECTION 204A OF THE TAYLOR LAW, IT IS 
AGREED BY AND BETWEEN THE PARTIES THAT ANY PROVISION OF THIS AGREEMENT 
REQUIRING LEGISLATIVE ACTION TO PERMIT ITS IMPLEMENTATION BY AMENDMENT OF LAW 
OR BY PROVIDING THE ADDITIONAL FUNDS THEREFORE, SHALL NOT BECOME EFFECTIVE 
UNTIL THE APPROPRIATE LEGISLATIVE BODY HAS GIVEN APPROVAL. 
ARTICLE XIX 
DURATION 
This Agreement shall be effective as of July I, 2005 and continue in effect until June 30, 2009. By mutual agreement 
oithe parties on or before January 1,2009, the agreement shall be extended for one additional year through June 30, 
2010 inclusive of increases in compensation and benefits at the annual percentage rates established for the period 2008- 
2009 school year. 
Hewlett-Woodmere 
Union Free School District 
United Public Service Employees Union 
/&- By&/f4q'D6 
Dr. Les Omotani, Superintendent Kevin E. Boyle, Jr., President 
.lane~~heresl<in. Co-President 
~at&'~artillo!ti, Co-President 
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Prior Work Experience List 
1. Frances Caditz 
2. Eileen Coughlin 
3. Alice Federico 
4. Frances Iadanza 
5. Virginia Keller 
6. Diane Mangieri 
7. Kathleen Martillotti 
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HEWLETT-WOODMERE PUBLIC SCHOOLS 
STEP 
3 
4 
5 
6 
7 
.8 
9 
10 
11 
12 
13 
14 
15 
LONGEVITY 
20 59,340 
25 60,088 
30 60,836 
LEVELS: 
CLERICAL SALARY GUIDE 2004-05 
(EFFECTIVE 7/1/04 - 6130105) 
PRINCIPAL ACCOUNT CLERK & 
PRINCIPAL CLERK 
STENOGRAPHIC SECRETARY & 
PRINCIPAL TYPIST CLERK 
SR ACCOUNT CLERK & 
SR PERSONNEL CLERK 
SR STENOGRAPHER, ACCOUNT CLERK. 
PERSONNEL CLERK & 
PRINCIPAL LIBRARY CLERK 
LEVELS: 
6 SR TYPIST CLERK, SR LIBRARY CLERK. 
STENOGRAPHER & 
DUPLICATING MACHINE OPERATOR 
7 TYPIST CLERK, TELEPHONE OPERATOR, 
DUPLICATING MACHINE OPERATOR AIDE. SR 
CLERK & PHOTO MACHINE OPERATOR 
8 CLERK & SR LIBRARY CLERK (N.T.) 
HEWLETT-WOODMERE PUBLIC SCHOOLS 
Appendix B 
STEP 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
LONGEVITY 
20 61,714 
25 62,492 
30 63,269 
LEVELS: 
CLERICAL SALARY GUIDE 2005-06 
(EFFECTIVE 7/1/05 - 6/30/06) 
SECRETARY to SUPERINTENDENT, 
SYSTEMS CONTROL CLERK. 
PRINCIPAL ACCOUNT CLERK & 
PRINCIPAL CLERK 
STENOGRAPHIC SECRETARY & 
PRINCIPAL TYPIST CLERK 
SR ACCOUNT CLERK & 
SR PERSONNEL CLERK 
SR STENOGRAPHER. ACCOUNT CLERK. 
PERSONNEL CLERK & 
PRINCIPAL LIBRARY CLERK 
LEVELS: 
6 SR TYPIST CLERK, SR LIBRARY CLERK, 
STENOGRAPHER 8.
DUPLICATING MACHINE OPERATOR 
7 TYPIST CLERK, TELEPHONE OPERATOR, 
DUPLICATING MACHINE OPERATOR AIDE. SR 
CLERK & PHOTO MACHINE OPERATOR 
8 CLERK & SR LIBRARY CLERK (N.T.) 
HEWLETT-WOODMERE PUBLIC SCHOOLS 
STEP 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
LONGEVITY 
20 65,417 
25 66,242 
30 67,065 
LEVELS: 
CLERICAL SALARY GUIDE 2006-07 
(EFFECTIVE 7/1/06 - 6130107) 
SECRETARY to SUPERINTENDENT, 
SYSTEMS CONTROL CLERK, 
PRINCIPAL ACCOUNT CLERK & 
PRINCIPAL CLERK 
STENOGRAPHIC SECRETARY & 
PRINCIPAL TYPIST CLERK 
SR ACCOUNT CLERK & 
SR PERSONNEL CLERK 
SR STENOGRAPHER, ACCOUNT CLERK. 
PERSONNEL CLERK & 
PRINCIPAL LIBRARY CLERK 
LEVELS: 
6 SR TYPIST CLERK, SR LIBRARY CLERK, 
STENOGRAPHER & 
DUPLICATING MACHINE OPERATOR 
7 TYPIST CLERK, TELEPHONE OPERATOR, 
DUPLICATING MACHINE OPERATOR AIDE, SR 
CLERK & PHOTO MACHINE OPERATOR 
8 CLERK & SR LIBRARY CLERK (N.T.) 
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HEWLETT-WOODMERE PUBLIC SCHOOLS 
STEP 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
LONGEVITY 
20 68,034 
25 68,892 
30 69,748 
LEVELS: 
CLERICAL SALARY GUIDE 2007-08 
(EFFECTIVE 711 I07 - 6130i08) 
1 SECRETARY to SUPERINDENTENT, 
SYSTEMS CONTROL CLERK, 
PRINCIPAL ACCOUNT CLERK & 
PRINCIPAL CLERK 
2 STENOGRAPHIC SECRETARY & 
PRINCIPAL TYPIST CLERK 
4 SR ACCOUNT CLERK & 
SR PERSONNEL CLERK 
LEVELS: 
6 SR TYPIST CLERK, SR LIBRARY CLERK. 
STENOGRAPHER & 
DUPLICATING MACHINE OPERATOR 
7 TYPIST CLERK, TELEPHONE OPERATOR. 
DUPLICATING MACHINE OPERATOR AIDE, SR 
CLERK 8 PHOTO MACHINE OPERATOR 
8 CLERK & SR LIBRARY CLERK (N.T.) 
5 SR STENOGRAPHER, ACCOUNT CLERK, 
PERSONNEL CLERK & 
PRINCIPAL LIBRARY CLERK 
STEP 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
LONGEVITY 
20 70,755 
25 7 1,648 
30 72,538 
LEVELS: 
HEWLETT-WOODMERE PUBLIC SCHOOLS 
CLERICAL SALARY GUIDE 2008-09 
(EFFECTIVE 7/1/08 - 6130109) 
SECRETARY to SUPERINTENDENT, 
PRINCIPAL ACCOUNT CLERK & 
PRINCIPAL CLERK 
STENOGRAPHIC SECRETARY & 
PRINCIPAL TYPIST CLERK 
SR ACCOUNT CLERK & 
SR PERSONNEL CLERK 
SR STENOGRAPHER. ACCOUNT CLERK. 
LEVELS: 
Appendix B 
6 SR TYPIST CLERK, SR LIBRARY CLERK, 
STENOGRAPHER & 
DUPLICATING MACHINE OPERATOR 
7 TYPIST CLERK, TELEPHONE OPERATOR, 
DUPLICATING MACHINE OPERATOR AIDE, SR 
CLERK & PHOTO MACHINE OPERATOR 
8 CLERK & SR LIBRARY CLERK (N.T.) 
PERSONNEL CLERK & PRINCIPAL LIBRARY CLERK 
Appendix  "C" 
I 
HEWLETT-WOODMERE UNION FREE SCHOOL DISTRICT 
SECRETARIES' UNION ABSENCE REPORT 
N.AME(print) LOCATION 
DATE(S) OR PERIODS OFABSENCE 
DIRECTIONS: (see bnck of form for nrlrlitionnl informrrtion) Check the npproprinte reason for nbsence nnrl subntit this forn~ to 
the buildingprincipaL/supervitor within 24 horrrs of receipt of this form When rerrson for nbsertce involves n matier of extreme 
confidentiality, aleme contact the Assistnnt Superintendent for Human Resources & Student Services. 
1. I I 
" 1  P e r s o n a l  Illness For employees hired after 811105, accrued at  a rateof 12 daylyear(l2 mth) or 10 dayslyear (10 mth) for clerical employees with I I less than one year of service. After three years, unlimited absence with pay, lo be reviewed after 3 months. Note from doctor for absences for 5 I 
cnnsecutive schnnl davs nlav he remired.  
11. Childbirth Adoption 
2
Date of baby's birthladoption (Attach documentation) 
111. Personal and Familv Responsibilities (LID to 5 davs absence with pav for each incident): 
- Critical Illness in the immediate family (relationship) 
Death in the immediate family (relationship) 
IV. Personal and Familv Responsibilities ( I  day or oart of a dav with pay will be allowed for each incidence. Advance 
gproval ,  whenever oossible. must be given): 
T a k e  self o r  (state relationship) in immediate family for medical appointment or to or  from 
hospital, not possible except during school time 
Care for immediate family member (state relationship) who is sirk, 
where absence of unit member for such purpose is required 
Attendance a t  funeral of immediate family member (state relationship) 
- Birth of a grandchild 
Wedding ceremony for immediate family member 
- Legal proceedinglcourt appearance 
Moving to new home 
Conference, official meeting, o r  registration at  child's school 
Driving examination for license for employee 
A t t e n d  graduation ceremony of immediate family member (state relationship) 
Attend awards ceremony for self or  immediate family member (state relationship) 
Other, state reason (must be approved by Assistant Superintendent for Human Resources1 
Student Services) 
V .  Emereency Situations or Extenuatine Circumstances which prevent attendance. (1 dav or Dart of a day with pay will be 
allowed for each incidence). Explanation required. This category includes such things as childcare emergency, 
automotive theft, accident, non-functioning vehicle, failure of public transportation, emergency home repairs or  fire in 
the home. Explanation: 
VI. - Jury Dutv (attach summons o r  court documentation) 
V1I. - Unsnecified Personal Day(maximum 2 per year will be allowed with pay, not to be used to 
extend a scheduled vacation. Advance notice, whenever possible, shall be given. 
VIII. Vacation 
The Superintendent, for extenuating circumstances, may allow additional (lays of absence with or ivithoutpay. 
Unit Member's Signature Date 
Principal's Signature Date 
Appendix  "C" 
SECRETARIES' UNION ABSENCES 
1 
Renortine Procedures Any person absent from school must notify the district according to the district's 
procedure for  notification. Unit members who are assigned to more than one building must complete an 
absence report  form for each building. i I 
Personal Illness. A doctor's certificate may be required for absences of five consecutive school days or  more. 
4 For unit members who have completed one full year of full-time employment, unlimited absences with pay will be 
allowed for personal illness. Absences extending 3 months will be reviewed by the Superintendent and Board of 
Education a n d  dealt with individually. 
B. For unit members who have worked less than one full year, (those unit members not included in section A. above), 
sick leave shall be credited a t  the commencement of employment a t  the rate of one day per month on a prorated 
basis to a max. of 12 days per year. These days will accumulate until the conditions of section A. 
C For unit members hired after August 1,2005, unlimited absence with pay shall be provided after three (3) years 
or more in the employ of the District. During the first three years of their employment, those unit members shall 
accrue at t h e  rate of one day per month to a maximum of 13 days per year for 12 month employees and 10 days for 
10 month employees. Absences extending beyond 3 months will be reviewed by the Superintendent and Board of 
Education a n d  dealt with individually. 
Childbirth 
A unit member who has given birth: Absence with pay will be allowed until mother is medically able to return to work, 
usually 6 w e e k  (8 weeks in the case of caesarean). 
A unit member who has given birth and has worked less than one full year: Absence with pay will be allowed for the 
maximum number of accumulated sick days in bank, plus 5 additional days. 
Father : Five days absence with pay is allowed for birth of a child. 
Adoption: Five days absence with pay will be allowed lor adoption o f a  child for all unit members. 
Critical Illness o r  Death in the Immediate Familv: Five days absence with pay is allowed for each critical illness o r  death 
in the immediate family. 
A. Critical illness means illness which attending physician considers sufficiently serious to require the unit member's 
presence a t  the bedside. 
B. Immediate family includes the 11nit member's spouse, children, step-children, parents, grandparents, siblings, 
mother-in-law, father-in-law, sister-in-law, brother-in-law, daughter-in-law, son-in-law and others identified by the 
unit member as members of hislher household. 
Personal and Family Responsibilities: One (1) day o r  part of a day with pay will be allowed for each incidence. Advance 
approval, whenever possible must be given. 
Emereencv Situations or  Extenuating Circumstances which Drevent attendance: One (I) day or  part o f a  day with pay 
will be granted lor each incidence. This  category includes childcare emergency, automotive theft, accident, o r  non- 
functioning vehicle, failure of public transportation, emergency home repairs o r  fire in the home. 
Extenuating Circumstances may occur when more days are being requested than are generally allowable for the absence. 
Unspecified Personal Davs (maximum 2 per year will be allowed with pay), may include such reasons as attending 
graduation, religious, o r  wedding ceremonies (other than immediate family), o r  any other unspecified reason. Reasons 
need not be stated nor included on the absence form. Advance notice, whenever possible, shall be given. 
The Superintendent, for extenuating circumstances, may allow additional days of absence with or without pay. 
Revised Regulation 4151, revised March 2006 
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